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Jhief, Classification u sage oi vision* Personnel 5 Koverober 1952 

iiitiu t assistant Director for Operations 
Chief* Foreign Documents Division 

Reclassification of Positions 


E;...F3ifi s Ci.t 


1* It is requested that the Q 33-3 Clerk Typist positions 25X1 A 

in the Composition and Layout Section* Reports Branch* FDD be 
reclassified to GS-ij Clerks (Typing and Proofreading)* It is 
further requested that the I I GS-l* Editorial Clark (Proof re ading) 
portions in the same section be retitled also to read Clerks 
(Typing and Proofreading) , 

2. The above request is made for the following reasons* 

a. To raise the level of these typists due to the nature 
of their particular duties. The typing in these positions 
requires more highly qualified typists, usin electrostatic 
typewriters, where the typing is more exacting than the typing 
don© by tiie 3S-3 Clerk Typists in the other branches of FDD, 

b. These typists work on the final Fi>I> product* typing 
onto paper plates (tuplimat), stencils, etc# tiie fiaisised 
report of the (A vision as it is finally disseminated to con- 
sumer offices of CIA and the IAC agencies. 

3* fee requested reclassification would also have the follow- 
ing advantages to the operation of this Division! 

a. It would help in the recruitment for these positions 
since, according to the Clerical Placement Brandi, 03-3 Clerk 
Typists are becoming more scarce because of private industry 
competition, 

b. It would provide an opportunity for advancement for 
those typists cooing in as 03-3* who becof^? quickly dissatis- 
fied when they find that there is no imsdi&t* possibility 
for advancement, 

c. It would eliminate tie costly overtd.ro® now being 
performed by the typists now on duty since Gb-Ls would be 
easier to recruit. 
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SECRET 


d. Making the duties interchangeable would provide for 
rotation in duties to alleviate to some extent the discontent 
arising from the nou >tony j £ constant typing* 

e. .It would provide an incentive for whose 33-3 typists 
in the other branches of FDD to increase their' typing and 
accuracy so that they sight transfer to this mors exacting 
work and increase their chances for advancera^at# 

4 * Attached is the suggested job description for establishing 
the®© interchangeable duties* 


<J • o » oaduAnu 

Enel* 

Suggested Job Description for 
Clerk {Typing & Proofreading) 


Approved For Release 2003/12/04 


vsx& 


1 -00706R0002001 2001 1 -2 



sta Fc^ry mT^^f ypoved For Relegse^OOS 



8. Reason for submission: 

1 1 N ITF n ‘sTATF^ f IVIl ^FRVIPF POM MINION (*) If this Position replaces another (i. e., a change of duties 
um \LU Olrtl LO CIVIL OCR Vll/t vummiddiun in an existing position), identify such position by title, 

POSITION DESCRIPTION allocation (service, series, grade), and position number 


CLASSIFICATION ACTION 


(b) Other (specify) 


jj. ^ency position No. 


5. C. S. C. certification No. 

6. Date of certification 

7. Date received from C. S. C. 


ALLOCATION BY 

CLASS TITLE OF POSITION 

Service 

CLASS 

Series 

Grade 

INITIALS 

DATE 

a. Civil Service Commission 







b. Department, agency, or 
establishment 

iXatjti, test* 

V^'.' 





c. Bureau 







d. Field office 









(Signature) 


(Signature) 


1G. Description of duties and responsibilities (See Guide to Position Classifiers, Employees, and Supervisors for the Preparation of Position Descriptions, Standard Form No. 75A) 
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